
 

 
 
 
 
 
 
April 13, 2017 
 
 
 
ADDENDUM NO. 1 
 
PROJECT: Wet Area Renovation at Prairie Stone Sports & Wellness Center 
  Hoffman Estates Park District 
  DLA Project No. 2017.08 

 
TO:  All Plan Holders 
 
Bidders shall acknowledge receipt of this addendum in the space provided on the 
Proposal.  FAILURE TO DO SO MAY SUBJECT THE BIDDER TO 
DISQUALIFICATION. 
 
This addendum shall be included in and become part of the Contract Documents.  
The above named Project Specifications and Drawings previously issued are 
hereby modified as follows: 
 
  Architects Addendum no. 1: 3 pages 

Supplementary Conditions: 
Added Division 1 Sections:  55 pages 

 
Clarifications: 

1. Bids are due at 9:00 AM, Thursday April 20, 2017 at the Triphahn Center 
(Owners Administrative offices) 1685 West Higgins Road, Hoffman 
Estates Illinois 60169. 

2. Interpretations:  Only questions submitted in writing will be answered.  
Address all questions to the Architect at s.baird@dla-ltd.com. Any 
questions answered will be provided via an addendum and posted on the 
HEPD website.  No questions will be answered, even if submitted in 
writing, after Monday, April 17, 2017 at 2:00 pm.  An addendum, if 
needed, will be sent out no later Tuesday, April 18, 2017. 

3. The Owner will provide a lockable storage trailer next to the building to 
store items to be salvaged during the project. Relocation of these items to 
and from their mounting locations should be figured into the cost of the 
Base Bid and/or Alternate as applies. 
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4. Temporary Partition in the Pool:  The contractor is not required to 
completely seal the corridor access space created along the pool so long 
as what is being transported within that space does not migrate to 
adjacent occupied spaces. All materials containing mold should be 
properly bagged within the defined work area and then transported to the 
dumpster location. 

5. Both locker rooms will be closed to the public over the first three days of 
on-site construction activities to accommodate the construction of the 
temporary partitions.  In a similar manner towards the end of the project, 
both locker rooms will be closed to the public for three days to 
accommodate removal of the temporary partitions and required work 
beyond the limits of the temporary partitions. 

6. The contractor will be required to coordinate site access and actual 
schedule of working dates including, but not limited to, working overtime, 
weekends and/or evenings to complete work on the scheduled target 
dates. 

 
Supplementary Conditions: 

1. Add the following sections to the end of the Supplementary Conditions.  
These sections comprise pages 57 thru 111 and are herein attached. 

a. 013300 Submittal Procedures 
b. 014000 Quality Requirements 
c. 016000 Product Requirements 
d. 017300 Execution 
e. 017329 Cutting and Patching 
f. 017700 Closeout Procedures 
g. 017823 Operation and Maintenance Manuals 
h. 017839 Project Record Documents 

2. Instructions to Bidders, Page 5 of 56: 

a. Revise the Bid Opening time to read “9:00 am CST.” 

3. Section 012200 Unit Prices, Page 38 of 56: 

a. Add Unit Price No. 02 with the following description: 

i. Provide a unit cost per square foot to mitigate mold on 
surfaces beyond the elements called out on the demolition 
plans “to be removed”. Such areas and quantities will be 
identified by the environmental engineer and charged to the 
owner based on the unit cost provided by the bidder. 
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b. A revised Proposal Form will be issued in a later Addendum to 
include a line item for this added Unit Cost. 

4. Section 012300 Alternates, Page 40 of 56: 

a. Alternate #1:  Omit the description of Alternate 1 from this page and 
instead refer to the Proposal Form for the scope of the alternate.  

b. Alternate #2:  Omit the description of Alternate 2 from this page and 
instead refer to the Proposal Form for the scope of the alternate.  

 
 
END OF ADDENDUM NO. 1 
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SECTION 013300 - SUBMITTAL PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for submitting 
Shop Drawings, Product Data, Samples, and other submittals. 

B. Related Sections include the following: 

1. Division 01 Section "Payment Procedures" for submitting Applications for 
Payment and the Schedule of Values. 

2. Division 01 Section "Project Management and Coordination" for submitting 
and distributing meeting and conference minutes and for submitting 
Coordination Drawings. 

3. Division 01 Section "Quality Requirements" for submitting test and 
inspection reports and for mockup requirements. 

4. Division 01 Section "Closeout Procedures" for submitting warranties. 
5. Division 01 Section "Project Record Documents" for submitting Record 

Drawings, Record Specifications, and Record Product Data. 
6. Division 01 Section "Operation and Maintenance Data" for submitting 

operation and maintenance manuals. 
7. Divisions 02 through 49 Sections for specific requirements for submittals 

in those Sections. 

1.3 DEFINITIONS 

A. Action Submittals:  Written and graphic information that requires 
Architect's responsive action. 

B. Informational Submittals:  Written information that does not require 
Architect's responsive action. Submittals may be rejected for not complying with 
requirements. 
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1.4 SUBMITTAL PROCEDURES 

A. Coordination:  Coordinate preparation and processing of submittals with 
performance of construction activities. 

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, 
other submittals, and related activities that require sequential activity. 

2. Coordinate transmittal of different types of submittals for related parts of 
the Work so processing will not be delayed because of need to review 
submittals concurrently for coordination. 

a. Architect reserves the right to withhold action on a submittal requiring 
coordination with other submittals until related submittals are 
received. 

B. Processing Time:  Allow enough time for submittal review, including time for 
resubmittals, as follows.  Time for review shall commence on Architect's receipt 
of submittal.  No extension of the Contract Time will be authorized because of 
failure to transmit submittals enough in advance of the Work to permit 
processing, including resubmittals. 

1. Initial Review:  Allow 7 days for initial review of each submittal.  Allow 
additional time if coordination with subsequent submittals is required.  
Architect will advise Contractor when a submittal being processed must be 
delayed for coordination. 

2. Intermediate Review:  If intermediate submittal is necessary, process it in 
same manner as initial submittal. 

3. Resubmittal Review:  Allow 7 days for review of each resubmittal. 

C. Identification:  Place a permanent label or title block on each submittal for 
identification. 

1. Indicate name of firm or entity that prepared each submittal on label or title 
block. 

2. Include the following information on label for processing and recording 
action taken: 

a. Project name. 
b. Date. 
c. Name and address of Architect. 
d. Name and address of Contractor. 
e. Name and address of subcontractor. 
f. Name and address of supplier. 
g. Name of manufacturer. 
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h. Submittal number or other unique identifier, including revision 
identifier. 

1) Submittal number shall use Specification Section number 
followed by a sequential number (e.g., 061000-01).  
Resubmittals shall include an alphabetic suffix after another 
decimal point (e.g., 061000-01-A). 

i. Number and title of appropriate Specification Section. 
j. Drawing number and detail references, as appropriate. 
k. Location(s) where product is to be installed, as appropriate. 
l. Other necessary identification. 

D. Deviations:  Encircle or otherwise specifically identify deviations from the 
Contract Documents on submittals. 

E. Transmittal:  Package each submittal individually and appropriately for 
transmittal and handling.  Transmit each submittal using a transmittal form.  
Architect will discard submittals received from sources other than Contractor. 

1. Transmittal Form:  Provide locations on form for the following information: 

a. Project name. 
b. Date. 
c. Destination (To:). 
d. Source (From:). 
e. Names of subcontractor, manufacturer, and supplier. 
f. Category and type of submittal. 
g. Submittal purpose and description. 
h. Specification Section number and title. 
i. Drawing number and detail references, as appropriate. 
j. Transmittal number, numbered consecutively. 
k. Submittal and transmittal distribution record. 
l. Remarks. 
m. Signature of transmitter. 

2. On an attached separate sheet, prepared on Contractor's letterhead, 
record relevant information, requests for data, revisions other than those 
requested by Architect on previous submittals, and deviations from 
requirements in the Contract Documents, including minor variations and 
limitations.  Include same label information as related submittal. 

F. Resubmittals:  Make resubmittals in same form as initial submittal. 

1. Note date and content of previous submittal. 
2. Note date and content of revision in label or title block and clearly indicate 

extent of revision. 
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3. Resubmit submittals until they are marked "Reviewed” or “Reviewed as 
Noted”. 

G. Distribution:  Furnish copies of final submittals to manufacturers, 
subcontractors, suppliers, fabricators, installers, authorities having jurisdiction, 
and others as necessary for performance of construction activities.  Show 
distribution on transmittal forms. 

H. Compensation for Resubmittal Reviews:  Architect will review the initial 
submittal and one resubmittal.  If a submittal is subsequently required to be 
reviewed three or more times, the cost of such reviews will be invoiced to the 
owner who will, in turn, deduct the amount from the Contractor’s outstanding 
balance by Change Order, thereby reducing the Contract Amount. 

1.5 CONTRACTOR'S USE OF ARCHITECT'S CAD FILES 

A. At Contractor's written request, copies of Architect's CAD files will be provided 
to Contractor for Contractor's use in connection with Project, subject to the 
following conditions: 

1. An electronic version of floor plans and reflected ceiling plans in the form 
of AutoCad Release 2013 files will be made available for the Contractor’s 
use upon signing an Agreement Letter from the Architect’s office.  An 
electronic version of details is not available for the Contractor’s use. 

B. All contractor requests for electronic data files relating to mechanical, electrical, 
plumbing and fire protection shall require the contractor to complete/sign the 
form “Agreement Regarding Electronic Data Files” from the Engineer’s office.  
Upon receipt of this form, the Engineer shall send the requested electronic data 
files to the contractor via email 

PART 2 - PRODUCTS 

2.1 ACTION SUBMITTALS 

A. General:  Prepare and submit Action Submittals required by individual 
Specification Sections. 
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B. Product Data:  Collect information into a single submittal for each element of 
construction and type of product or equipment. 

1. If information must be specially prepared for submittal because standard 
printed data are not suitable for use, submit as Shop Drawings, not as 
Product Data. 

2. Mark each copy of each submittal to show which products and options are 
applicable. 

3. Include the following information, as applicable: 

a. Manufacturer's written recommendations. 
b. Manufacturer's product specifications. 
c. Manufacturer's installation instructions. 
d. Standard color charts. 
e. Manufacturer's catalog cuts. 
f. Wiring diagrams showing factory-installed wiring. 
g. Printed performance curves. 
h. Operational range diagrams. 
i. Mill reports. 
j. Standard product operation and maintenance manuals. 
k. Compliance with specified referenced standards. 
l. Testing by recognized testing agency. 
m. Application of testing agency labels and seals. 
n. Notation of coordination requirements. 

4. Submit Product Data before or concurrent with Samples. 
5. Submit all Product Data electronically to Architect using Adobe 

Acrobat PDF format.  Architect will return reviewed submittals 
electronically.  Assemble submittal into a single file incorporating 
submittal requirements of a single specification section or item.   

C. Shop Drawings:  Prepare Project-specific information, drawn accurately to 
scale.  Do not base Shop Drawings on reproductions of the Contract 
Documents or standard printed data. 

1. Preparation:  Fully illustrate requirements in the Contract Documents.  
Include the following information, as applicable: 

a. Dimensions. 
b. Identification of products. 
c. Fabrication and installation drawings. 
d. Roughing-in and setting diagrams. 
e. Wiring diagrams showing field-installed wiring, including power, 

signal, and control wiring. 
f. Shopwork manufacturing instructions. 
g. Templates and patterns. 
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h. Schedules. 
i. Design calculations. 
j. Compliance with specified standards. 
k. Notation of coordination requirements. 
l. Notation of dimensions established by field measurement. 
m. Relationship to adjoining construction clearly indicated. 
n. Seal and signature of professional engineer if specified. 
o. Wiring Diagrams:  Differentiate between manufacturer-installed and 

field-installed wiring. 

2. Sheet Size:  Except for templates, patterns, and similar full-size drawings, 
submit Shop Drawings on sheets at least 8-1/2 by 11 inches but no larger 
than 30 by 40 inches. 

3. Submit all Shop Drawings electronically to Architect using Adobe 
Acrobat PDF format.  Architect will return reviewed submittals 
electronically.  Assemble submittal into a single file incorporating 
submittal requirements of a single specification section or item.   

D. Samples:  Submit Samples for review of kind, color, pattern, and texture for a 
check of these characteristics with other elements and for a comparison of 
these characteristics between submittal and actual component as delivered and 
installed. 

1. Transmit Samples that contain multiple, related components such as 
accessories together in one submittal package. 

2. Identification:  Attach label on unexposed side of Samples that includes 
the following: 

a. Generic description of Sample. 
b. Product name and name of manufacturer. 
c. Sample source. 
d. Number and title of appropriate Specification Section. 

3. Disposition:  Maintain sets of approved Samples at Project site, available 
for quality-control comparisons throughout the course of construction 
activity.  Sample sets may be used to determine final acceptance of 
construction associated with each set. 

4. Samples for Initial Selection:  Submit manufacturer's color charts 
consisting of units or sections of units showing the full range of colors, 
textures, and patterns available. 

a. Number of Samples:  Submit two full sets of available choices where 
color, pattern, texture, or similar characteristics are required to be 
selected from manufacturer's product line.  Architect will return 
submittal with options selected. 
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5. Samples for Verification:  Submit full-size units or Samples of size 
indicated, prepared from same material to be used for the Work, cured 
and finished in manner specified, and physically identical with material or 
product proposed for use, and that show full range of color and texture 
variations expected.  Samples include, but are not limited to, the following:  
partial sections of manufactured or fabricated components; small cuts or 
containers of materials; complete units of repetitively used materials; 
swatches showing color, texture, and pattern; color range sets; and 
components used for independent testing and inspection. 

a. Number of Samples:  Submit three sets of Samples.  Architect will 
retain one Sample set; remainder will be returned.  Mark up and 
retain one returned Sample set as a Project Record Sample. 

1) Submit a single Sample where assembly details, workmanship, 
fabrication techniques, connections, operation, and other 
similar characteristics are to be demonstrated. 

2) If variation in color, pattern, texture, or other characteristic is 
inherent in material or product represented by a Sample, 
submit at least three sets of paired units that show approximate 
limits of variations. 

E. Application for Payment:  Comply with requirements specified in Division 01 
Section "Payment Procedures." 

F. Schedule of Values:  Comply with requirements specified in Division 01 Section 
"Payment Procedures." 

G. Subcontract List:  Prepare a written summary identifying individuals or firms 
proposed for each portion of the Work, including those who are to furnish 
products or equipment fabricated to a special design. Include the following 
information in tabular form: 

1. Name, address, and telephone number of entity performing subcontract or 
supplying products. 

2. Number and title of related Specification Section(s) covered by 
subcontract. 

3. Drawing number and detail references, as appropriate, covered by 
subcontract. 

4. Submit electronically to Architect using Adobe Acrobat PDF format.  
Architect will return reviewed submittals electronically. 

2.2 INFORMATIONAL SUBMITTALS 

A. General:  Prepare and submit Informational Submittals required by other 
Specification Sections. 
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1. Submit electronically to Architect using Adobe Acrobat PDF format.   
2. Certificates and Certifications:  Provide a notarized statement that 

includes signature of entity responsible for preparing certification.  
Certificates and certifications shall be signed by an officer or other 
individual authorized to sign documents on behalf of that entity. 

3. Test and Inspection Reports:  Comply with requirements specified in 
Division 01 Section "Quality Requirements." 

B. Qualification Data:  Prepare written information that demonstrates capabilities 
and experience of firm or person.  Include lists of completed projects with 
project names and addresses, names and addresses of architects and owners, 
and other information specified. 

C. Welding Certificates:  Prepare written certification that welding procedures and 
personnel comply with requirements in the Contract Documents.  Submit record 
of Welding Procedure Specification (WPS) and Procedure Qualification Record 
(PQR) on AWS forms.  Include names of firms and personnel certified. 

D. Installer Certificates:  Prepare written statements on manufacturer's letterhead 
certifying that Installer complies with requirements in the Contract Documents 
and, where required, is authorized by manufacturer for this specific Project. 

E. Manufacturer Certificates:  Prepare written statements on manufacturer's 
letterhead certifying that manufacturer complies with requirements in the 
Contract Documents.  Include evidence of manufacturing experience where 
required. 

F. Product Certificates:  Prepare written statements on manufacturer's letterhead 
certifying that product complies with requirements in the Contract Documents. 

G. Material Certificates:  Prepare written statements on manufacturer's letterhead 
certifying that material complies with requirements in the Contract Documents. 

H. Material Test Reports:  Prepare reports written by a qualified testing agency, on 
testing agency's standard form, indicating and interpreting test results of 
material for compliance with requirements in the Contract Documents. 

I. Product Test Reports:  Prepare written reports indicating current product 
produced by manufacturer complies with requirements in the Contract 
Documents.  Base reports on evaluation of tests performed by manufacturer 
and witnessed by a qualified testing agency, or on comprehensive tests 
performed by a qualified testing agency. 

J. Research/Evaluation Reports:  Prepare written evidence, from a model code 
organization acceptable to authorities having jurisdiction, that product complies 
with building code in effect for Project.  Include the following information: 

1. Name of evaluation organization. 
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2. Date of evaluation. 
3. Time period when report is in effect. 
4. Product and manufacturers' names. 
5. Description of product. 
6. Test procedures and results. 
7. Limitations of use. 

K. Schedule of Tests and Inspections:  Comply with requirements specified in 
Division 01 Section "Quality Requirements." 

L. Preconstruction Test Reports:  Prepare reports written by a qualified testing 
agency, on testing agency's standard form, indicating and interpreting results of 
tests performed before installation of product, for compliance with performance 
requirements in the Contract Documents. 

M. Compatibility Test Reports:  Prepare reports written by a qualified testing 
agency, on testing agency's standard form, indicating and interpreting results of 
compatibility tests performed before installation of product.  Include written 
recommendations for primers and substrate preparation needed for adhesion. 

N. Field Test Reports:  Prepare reports written by a qualified testing agency, on 
testing agency's standard form, indicating and interpreting results of field tests 
performed either during installation of product or after product is installed in its 
final location, for compliance with requirements in the Contract Documents. 

O. Maintenance Data:  Prepare written and graphic instructions and procedures for 
operation and normal maintenance of products and equipment.  Comply with 
requirements specified in Division 01 Section "Operation and Maintenance 
Data." 

P. Design Data:  Prepare written and graphic information, including, but not limited 
to, performance and design criteria, list of applicable codes and regulations, 
and calculations.  Include list of assumptions and other performance and design 
criteria and a summary of loads.  Include load diagrams if applicable.  Provide 
name and version of software, if any, used for calculations.  Include page 
numbers. 

Q. Manufacturer's Instructions:  Prepare written or published information that 
documents manufacturer's recommendations, guidelines, and procedures for 
installing or operating a product or equipment.  Include name of product and 
name, address, and telephone number of manufacturer.  Include the following, 
as applicable: 

1. Preparation of substrates. 
2. Required substrate tolerances. 
3. Sequence of installation or erection. 
4. Required installation tolerances. 
5. Required adjustments. 
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6. Recommendations for cleaning and protection. 

R. Manufacturer's Field Reports:  Prepare written information documenting factory-
authorized service representative's tests and inspections.  Include the following, 
as applicable: 

1. Name, address, and telephone number of factory-authorized service 
representative making report. 

2. Statement on condition of substrates and their acceptability for installation 
of product. 

3. Statement that products at Project site comply with requirements. 
4. Summary of installation procedures being followed, whether they comply 

with requirements and, if not, what corrective action was taken. 
5. Results of operational and other tests and a statement of whether 

observed performance complies with requirements. 
6. Statement whether conditions, products, and installation will affect 

warranty. 
7. Other required items indicated in individual Specification Sections. 

S. Insurance Certificates and Bonds:  Prepare written information indicating 
current status of insurance or bonding coverage.  Include name of entity 
covered by insurance or bond, limits of coverage, amounts of deductibles, if 
any, and term of the coverage. 

T. Material Safety Data Sheets (MSDSs):  Submit information directly to Owner; 
do not submit to Architect. 

1. Architect will not review submittals that include MSDSs and will return the 
entire submittal for resubmittal. 

2.3 DELEGATED DESIGN 

A. Performance and Design Criteria:  Where professional design services or 
certifications by a design professional are specifically required of Contractor by 
the Contract Documents, provide products and systems complying with specific 
performance and design criteria indicated. 

1. If criteria indicated are not sufficient to perform services or certification 
required, submit a written request for additional information to Architect. 

B. Delegated-Design Submittal:  In addition to Shop Drawings, Product Data, and 
other required submittals, submit three copies of a statement, signed and 
sealed by the responsible design professional, for each product and system 
specifically assigned to Contractor to be designed or certified by a design 
professional. 
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1. Indicate that products and systems comply with performance and design 
criteria in the Contract Documents.  Include list of codes, loads, and other 
factors used in performing these services. 

PART 3 - EXECUTION 

3.1 CONTRACTOR'S REVIEW 

A. Review each submittal and check for coordination with other Work of the 
Contract and for compliance with the Contract Documents.  Note corrections 
and field dimensions.  Mark with approval stamp before submitting to Architect. 

B. Approval Stamp:  Stamp each submittal with a uniform, approval stamp.  
Include Project name and location, submittal number, Specification Section title 
and number, name of reviewer, date of Contractor's approval, and statement 
certifying that submittal has been reviewed, checked, and approved for 
compliance with the Contract Documents. 

3.2 ARCHITECT'S  ACTION 

A. General:  Architect will not review submittals that do not bear Contractor's 
approval stamp and will return them without action. 

B. Action Submittals:  Architect will review each submittal, make marks to indicate 
corrections or modifications required, and return it.  Architect  will stamp each 
submittal with an action stamp and will mark stamp appropriately to indicate 
action taken, as follows: 

1.  “Reviewed”, “Reviewed as Noted”, “Resubmit” or “Rejected”. 

a. Final Unrestricted Release:  Where submittals are marked 
”Reviewed,” that part of the Work covered by the submittal may 
proceed provided it complies with requirements of the Contract 
Documents; final acceptance will depend upon that compliance. 

b. Final-But-Restricted Release:  When submittals are marked 
“Reviewed as Noted,” that part of the Work covered by the submittal 
may proceed provided it complies with notations or corrections on 
the submittal and requirements of the Contract Documents; final 
acceptance will depend on that compliance. 

c. Returned for Resubmittal:  When a submittal is marked “Reviewed 
as Noted, Resubmit,” or “Rejected,” do not proceed with that part of 
the Work covered by the submittal, including purchasing, fabrication, 
delivery, or other activity.  Revise or prepare a new submittal in 
accordance with the notations; resubmit without delay.  Repeat if 
necessary to obtain a different action mark. 
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d. Other Action:  Where a submittal is primarily for information or record 
purposes, special processing or other activity, the submittal will be 
returned marked “Action not Required.” 

C. Informational Submittals:  Architect will review each submittal and will not return 
it, or will return it if it does not comply with requirements.  Architect will forward 
each submittal to appropriate party. 

D. Partial submittals are not acceptable, will be considered nonresponsive, and will 
be returned without review. 

E. Submittals not required by the Contract Documents may not be reviewed and 
may be discarded. 

END OF SECTION 013300 
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SECTION 014000 - QUALITY REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for quality 
assurance and quality control. 

B. Testing and inspecting services are required to verify compliance with 
requirements specified or indicated.  These services do not relieve Contractor 
of responsibility for compliance with the Contract Document requirements. 

1. Specific quality-assurance and -control requirements for individual 
construction activities are specified in the Sections that specify those 
activities.  Requirements in those Sections may also cover production of 
standard products. 

2. Specified tests, inspections, and related actions do not limit Contractor's 
other quality-assurance and -control procedures that facilitate compliance 
with the Contract Document requirements. 

3. Requirements for Contractor to provide quality-assurance and -control 
services required by Architect, Owner or authorities having jurisdiction are 
not limited by provisions of this Section. 

C. Related Sections include the following: 

1. Division 01 Section "Allowances" for testing and inspecting allowances. 
2. Division 01 Section "Cutting and Patching" for repair and restoration of 

construction disturbed by testing and inspecting activities. 
3. Divisions 02 through 49 Sections for specific test and inspection 

requirements. 

1.3 DEFINITIONS 

A. Quality-Assurance Services:  Activities, actions, and procedures performed 
before and during execution of the Work to guard against defects and 
deficiencies and substantiate that proposed construction will comply with 
requirements. 
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B. Quality-Control Services:  Tests, inspections, procedures, and related actions 
during and after execution of the Work to evaluate that actual products 
incorporated into the Work and completed construction comply with 
requirements.  Services do not include contract enforcement activities 
performed by Architect. 

C. Mockups:  Full-size, physical assemblies that are constructed on-site.  Mockups 
are used to verify selections made under sample submittals, to demonstrate 
aesthetic effects and, where indicated, qualities of materials and execution, and 
to review construction, coordination, testing, or operation; they are not 
Samples. Approved mockups establish the standard by which the Work will be 
judged. 

D. Preconstruction Testing:  Tests and inspections that are performed specifically 
for the Project before products and materials are incorporated into the Work to 
verify performance or compliance with specified criteria. 

E. Product Testing:  Tests and inspections that are performed by an NRTL, an 
NVLAP, or a testing agency qualified to conduct product testing and acceptable 
to authorities having jurisdiction, to establish product performance and 
compliance with industry standards. 

F. Source Quality-Control Testing:  Tests and inspections that are performed at 
the source, i.e., plant, mill, factory, or shop. 

G. Field Quality-Control Testing:  Tests and inspections that are performed on-site 
for installation of the Work and for completed Work. 

H. Testing Agency:  An entity engaged to perform specific tests, inspections, or 
both.  Testing laboratory shall mean the same as testing agency. 

I. Installer/Applicator/Erector:  Contractor or another entity engaged by Contractor 
as an employee, Subcontractor, or Sub-subcontractor, to perform a particular 
construction operation, including installation, erection, application, and similar 
operations. 

1. Using a term such as "carpentry" does not imply that certain construction 
activities must be performed by accredited or unionized individuals of a 
corresponding generic name, such as "carpenter."  It also does not imply 
that requirements specified apply exclusively to tradespeople of the 
corresponding generic name. 

J. Experienced:  When used with an entity, "experienced" means having 
successfully completed a minimum of five previous projects similar in size and 
scope to this Project; being familiar with special requirements indicated; and 
having complied with requirements of authorities having jurisdiction. 
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1.4 CONFLICTING REQUIREMENTS 

A. General:  If compliance with two or more standards is specified and the 
standards establish different or conflicting requirements for minimum quantities 
or quality levels, comply with the most stringent requirement.  Refer 
uncertainties and requirements that are different, but apparently equal, to 
Architect for a decision before proceeding. 

B. Minimum Quantity or Quality Levels:  The quantity or quality level shown or 
specified shall be the minimum provided or performed.  The actual installation 
may comply exactly with the minimum quantity or quality specified, or it may 
exceed the minimum within reasonable limits.  To comply with these 
requirements, indicated numeric values are minimum or maximum, as 
appropriate, for the context of requirements.  Refer uncertainties to Architect for 
a decision before proceeding. 

1.5 SUBMITTALS 

A. Qualification Data:  For testing agencies specified in "Quality Assurance" Article 
to demonstrate their capabilities and experience.  Include proof of qualifications 
in the form of a recent report on the inspection of the testing agency by a 
recognized authority. 

B. Schedule of Tests and Inspections:  Prepare in tabular form and include the 
following: 

1. Specification Section number and title. 
2. Description of test and inspection. 
3. Identification of applicable standards. 
4. Identification of test and inspection methods. 
5. Number of tests and inspections required. 
6. Time schedule or time span for tests and inspections. 
7. Entity responsible for performing tests and inspections. 
8. Requirements for obtaining samples. 
9. Unique characteristics of each quality-control service. 

C. Reports:  Prepare and submit certified written reports that include the following: 

1. Date of issue. 
2. Project title and number. 
3. Name, address, and telephone number of testing agency. 
4. Dates and locations of samples and tests or inspections. 
5. Names of individuals making tests and inspections. 
6. Description of the Work and test and inspection method. 
7. Identification of product and Specification Section. 
8. Complete test or inspection data. 
9. Test and inspection results and an interpretation of test results. 
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10. Record of temperature and weather conditions at time of sample taking 
and testing and inspecting. 

11. Comments or professional opinion on whether tested or inspected Work 
complies with the Contract Document requirements. 

12. Name and signature of laboratory inspector. 
13. Recommendations on retesting and reinspecting. 

D. Permits, Licenses, and Certificates:  For Owner's records, submit copies of 
permits, licenses, certifications, inspection reports, releases, jurisdictional 
settlements, notices, receipts for fee payments, judgments, correspondence, 
records, and similar documents, established for compliance with standards and 
regulations bearing on performance of the Work. 

1.6 QUALITY ASSURANCE 

A. General:  Qualifications paragraphs in this Article establish the minimum 
qualification levels required; individual Specification Sections specify additional 
requirements. 

B. Installer Qualifications:  A firm or individual experienced in installing, erecting, or 
assembling work similar in material, design, and extent to that indicated for this 
Project, whose work has resulted in construction with a record of successful in-
service performance. 

C. Manufacturer Qualifications:  A firm experienced in manufacturing products or 
systems similar to those indicated for this Project and with a record of 
successful in-service performance, as well as sufficient production capacity to 
produce required units. 

D. Fabricator Qualifications:  A firm experienced in producing products similar to 
those indicated for this Project and with a record of successful in-service 
performance, as well as sufficient production capacity to produce required units. 

E. Professional Engineer Qualifications:  A professional engineer who is legally 
qualified to practice in jurisdiction where Project is located and who is 
experienced in providing engineering services of the kind indicated.  
Engineering services are defined as those performed for installations of the 
system, assembly, or product that are similar to those indicated for this Project 
in material, design, and extent. 

F. Specialists:  Certain sections of the Specifications require that specific 
construction activities shall be performed by entities who are recognized 
experts in those operations.  Specialists shall satisfy qualification requirements 
indicated and shall be engaged for the activities indicated. 

1. Requirement for specialists shall not supersede building codes and 
regulations governing the Work. 
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G. Testing Agency Qualifications:  An NRTL, an NVLAP, or an independent 
agency with the experience and capability to conduct testing and inspecting 
indicated, as documented according to ASTM E 548; and with additional 
qualifications specified in individual Sections; and where required by authorities 
having jurisdiction, that is acceptable to authorities. 

1. NRTL:  A nationally recognized testing laboratory according to 
29 CFR 1910.7. 

2. NVLAP:  A testing agency accredited according to NIST's National 
Voluntary Laboratory Accreditation Program. 

H. Factory-Authorized Service Representative Qualifications:  An authorized 
representative of manufacturer who is trained and approved by manufacturer to 
inspect installation of manufacturer's products that are similar in material, 
design, and extent to those indicated for this Project. 

I. Preconstruction Testing:  Where testing agency is indicated to perform 
preconstruction testing for compliance with specified requirements for 
performance and test methods, comply with the following: 

1. Contractor responsibilities include the following: 

a. Provide test specimens representative of proposed products and 
construction. 

b. Submit specimens in a timely manner with sufficient time for testing 
and analyzing results to prevent delaying the Work. 

c. Provide sizes and configurations of test assemblies, mockups, and 
laboratory mockups to adequately demonstrate capability of products 
to comply with performance requirements. 

d. Build site-assembled test assemblies and mockups using installers 
who will perform same tasks for Project. 

e. Build laboratory mockups at testing facility using personnel, 
products, and methods of construction indicated for the completed 
Work. 

f. When testing is complete, remove test specimens, assemblies, 
mockups, and laboratory mockups; do not reuse products on Project. 

2. Testing Agency Responsibilities:  Submit a certified written report of each 
test, inspection, and similar quality-assurance service to Architect with 
copy to Contractor.  Interpret tests and inspections and state in each 
report whether tested and inspected work complies with or deviates from 
the Contract Documents. 

J. Mockups:  Before installing portions of the Work requiring mockups, build 
mockups for each form of construction and finish required to comply with the 
following requirements, using materials indicated for the completed Work: 
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1. Build mockups in location and of size indicated or, if not indicated, as 
directed by Architect. 

2. Notify Architect seven days in advance of dates and times when mockups 
will be constructed. 

3. Demonstrate the proposed range of aesthetic effects and workmanship. 
4. Obtain Architect's  approval of mockups before starting work, fabrication, 

or construction. 
5. Maintain mockups during construction in an undisturbed condition as a 

standard for judging the completed Work. 
6. Demolish and remove mockups when directed, unless otherwise 

indicated. 

1.7 QUALITY CONTROL 

A. Owner Responsibilities:  Where quality-control services are indicated as 
Owner's responsibility, Owner will engage a qualified testing agency to perform 
these services. 

1. Owner will furnish Contractor with names, addresses, and telephone 
numbers of testing agencies engaged and a description of types of testing 
and inspecting they are engaged to perform. 

2. Payment for these services will be made by the Owner to the testing 
agency. 

3. Costs for retesting and reinspecting construction that replaces or is 
necessitated by work that failed to comply with the Contract Documents 
will be charged to Contractor, and the Contract Sum will be adjusted by 
Change Order. 

B. Tests and inspections not explicitly assigned to Owner are Contractor's 
responsibility.  Unless otherwise indicated, provide quality-control services 
specified and those required by authorities having jurisdiction.  Perform quality-
control services required of Contractor by authorities having jurisdiction, 
whether specified or not. 

1. Where services are indicated as Contractor's responsibility, engage a 
qualified testing agency to perform these quality-control services. 

a. Contractor shall not employ same entity engaged by Owner, unless 
agreed to in writing by Owner. 

2. Notify testing agencies at least 24 hours in advance of time when Work 
that requires testing or inspecting will be performed. 

3. Where quality-control services are indicated as Contractor's responsibility, 
submit a certified written report, in duplicate, of each quality-control 
service. 

4. Testing and inspecting requested by Contractor and not required by the 
Contract Documents are Contractor's responsibility. 
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5. Submit additional copies of each written report directly to authorities 
having jurisdiction, when they so direct. 

C. Manufacturer's Field Services:  Where indicated, engage a factory-authorized 
service representative to inspect field-assembled components and equipment 
installation, including service connections.  Report results in writing as specified 
in Division 01 Section "Submittal Procedures." 

D. Retesting/Reinspecting:  Regardless of whether original tests or inspections 
were Contractor's responsibility, provide quality-control services, including 
retesting and reinspecting, for construction that replaced Work that failed to 
comply with the Contract Documents. 

E. Testing Agency Responsibilities:  Cooperate with Architect and Contractor in 
performance of duties.  Provide qualified personnel to perform required tests 
and inspections. 

1. Notify Architect and Contractor promptly of irregularities or deficiencies 
observed in the Work during performance of its services. 

2. Determine the location from which test samples will be taken and in which 
in-situ tests are conducted. 

3. Conduct and interpret tests and inspections and state in each report 
whether tested and inspected work complies with or deviates from 
requirements. 

4. Submit a certified written report, in duplicate, of each test, inspection, and 
similar quality-control service through Contractor. 

5. Do not release, revoke, alter, or increase the Contract Document 
requirements or approve or accept any portion of the Work. 

6. Do not perform any duties of Contractor. 

F. Associated Services:  Cooperate with agencies performing required tests, 
inspections, and similar quality-control services, and provide reasonable 
auxiliary services as requested.  Notify agency sufficiently in advance of 
operations to permit assignment of personnel.  Provide the following: 

1. Access to the Work. 
2. Incidental labor and facilities necessary to facilitate tests and inspections. 
3. Adequate quantities of representative samples of materials that require 

testing and inspecting.  Assist agency in obtaining samples. 
4. Facilities for storage and field curing of test samples. 
5. Delivery of samples to testing agencies. 
6. Preliminary design mix proposed for use for material mixes that require 

control by testing agency. 
7. Security and protection for samples and for testing and inspecting 

equipment at Project site. 
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G. Coordination:  Coordinate sequence of activities to accommodate required 
quality-assurance and -control services with a minimum of delay and to avoid 
necessity of removing and replacing construction to accommodate testing and 
inspecting. 

1. Schedule times for tests, inspections, obtaining samples, and similar 
activities. 

H. Schedule of Tests and Inspections:  Prepare a schedule of tests, inspections, 
and similar quality-control services required by the Contract Documents.  
Submit schedule within 30 days of date established for the Notice to Proceed. 

1. Distribution:  Distribute schedule to Owner, Architect, testing agencies, 
and each party involved in performance of portions of the Work where 
tests and inspections are required. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 TEST AND INSPECTION LOG 

A. Prepare a record of tests and inspections.  Include the following: 

1. Date test or inspection was conducted. 
2. Description of the Work tested or inspected. 
3. Date test or inspection results were transmitted to Architect. 
4. Identification of testing agency or special inspector conducting test or 

inspection. 

B. Maintain log at Project site.  Post changes and modifications as they occur.  
Provide access to test and inspection log for Architect's reference during normal 
working hours. 

3.2 REPAIR AND PROTECTION 

A. General:  On completion of testing, inspecting, sample taking, and similar 
services, repair damaged construction and restore substrates and finishes. 

1. Provide materials and comply with installation requirements specified in 
other Specification Sections.  Restore patched areas and extend 
restoration into adjoining areas with durable seams that are as invisible as 
possible. 

2. Comply with the Contract Document requirements for Division 01 Section 
"Cutting and Patching." 
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B. Protect construction exposed by or for quality-control service activities. 

C. Repair and protection are Contractor's responsibility, regardless of the 
assignment of responsibility for quality-control services. 

END OF SECTION 014000 
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SECTION 016000 - PRODUCT REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General 
Specification Requirements Section, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for selection 
of products for use in Project; product delivery, storage, and handling; 
manufacturers' standard warranties on products; special warranties; product 
substitutions; and comparable products. 

1.3 DEFINITIONS 

A. Products:  Items purchased for incorporating into the Work, whether purchased 
for Project or taken from previously purchased stock.  The term "product" 
includes the terms "material," "equipment," "system," and terms of similar intent. 

1. Named Products:  Items identified by manufacturer's product name, 
including make or model number or other designation shown or listed in 
manufacturer's published product literature that is current as of date of the 
Contract Documents. 

2. Comparable Product:  Product that is demonstrated and approved through 
submittal process to have the indicated qualities related to type, function, 
dimension, in-service performance, physical properties, appearance, and 
other characteristics that equal or exceed those of specified product. 

B. Basis-of-Design Product Specification:  Where a specific manufacturer's 
product is named and accompanied by the words "basis of design," including 
make or model number or other designation, to establish the significant qualities 
related to type, function, dimension, in-service performance, physical 
properties, appearance, and other characteristics for purposes of evaluating 
comparable products of other named manufacturers. 

1.4 SUBMITTALS 

A. Comparable Product Requests:  Submit request for consideration of each 
comparable product.  Identify product or fabrication or installation method to be 
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replaced.  Include Specification Section number and title and Drawing numbers 
and titles. 

1. Include data to indicate compliance with the requirements specified in 
"Comparable Products" Article. 

2. Architect's Action:  If necessary, Architect will request additional 
information or documentation for evaluation within one week of receipt of a 
comparable product request.  Architect will notify Contractor of approval or 
rejection of proposed comparable product request within 7 days of receipt 
of request, or seven days of receipt of additional information or 
documentation, whichever is later. 

a. Form of Approval:  As specified in Division 01 Section "Submittal 
Procedures." 

b. Use product specified if Architect does not issue a decision on use of 
a comparable product request within time allocated. 

B. Basis-of-Design Product Specification Submittal:  Comply with requirements in 
Division 01 Section "Submittal Procedures."  Show compliance with 
requirements. 

1.5 QUALITY ASSURANCE 

A. Compatibility of Options:  If Contractor is given option of selecting between two 
or more products for use on Project, product selected shall be compatible with 
products previously selected, even if previously selected products were also 
options. 

1. Each contractor is responsible for providing products and construction 
methods compatible with products and construction methods of other 
contractors. 

2. If a dispute arises between contractors over concurrently selectable but 
incompatible products, Architect will determine which products shall be 
used. 

1.6 PRODUCT DELIVERY, STORAGE, AND HANDLING 

A. Deliver, store, and handle products using means and methods that will prevent 
damage, deterioration, and loss, including theft.  Comply with manufacturer's 
written instructions. 

B. Delivery and Handling: 

1. Schedule delivery to minimize long-term storage at Project site and to 
prevent overcrowding of construction spaces. 
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2. Coordinate delivery with installation time to ensure minimum holding time 
for items that are flammable, hazardous, easily damaged, or sensitive to 
deterioration, theft, and other losses. 

3. Deliver products to Project site in an undamaged condition in 
manufacturer's original sealed container or other packaging system, 
complete with labels and instructions for handling, storing, unpacking, 
protecting, and installing. 

4. Inspect products on delivery to ensure compliance with the Contract 
Documents and to ensure that products are undamaged and properly 
protected. 

C. Storage: 

1. Store products to allow for inspection and measurement of quantity or 
counting of units. 

2. Store materials in a manner that will not endanger Project structure. 
3. Store products that are subject to damage by the elements, under cover in 

a weathertight enclosure above ground, with ventilation adequate to 
prevent condensation. 

4. Store cementitious products and materials on elevated platforms. 
5. Store foam plastic from exposure to sunlight, except to extent necessary 

for period of installation and concealment. 
6. Comply with product manufacturer's written instructions for temperature, 

humidity, ventilation, and weather-protection requirements for storage. 
7. Protect stored products from damage and liquids from freezing. 
8. Provide a secure location and enclosure at Project site for storage of 

materials and equipment by Owner's construction forces.  Coordinate 
location with Owner. 

1.7 PRODUCT WARRANTIES 

A. Warranties specified in other Sections shall be in addition to, and run 
concurrent with, other warranties required by the Contract Documents.  
Manufacturer's disclaimers and limitations on product warranties do not relieve 
Contractor of obligations under requirements of the Contract Documents. 

1. Manufacturer's Warranty:  Preprinted written warranty published by 
individual manufacturer for a particular product and specifically endorsed 
by manufacturer to Owner. 

2. Special Warranty:  Written warranty required by or incorporated into the 
Contract Documents, either to extend time limit provided by 
manufacturer's warranty or to provide more rights for Owner. 

B. Special Warranties:  Prepare a written document that contains appropriate 
terms and identification, ready for execution.  Submit a draft for approval before 
final execution. 
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1. Manufacturer's Standard Form:  Modified to include Project-specific 
information and properly executed. 

2. Specified Form:  When specified forms are included with the 
Specifications, prepare a written document using appropriate form 
properly executed. 

3. Refer to Divisions 02 through 49 Sections for specific content 
requirements and particular requirements for submitting special 
warranties. 

C. Submittal Time:  Comply with requirements in Division 01 Section "Closeout 
Procedures." 

PART 2 - PRODUCTS 

2.1 PRODUCT SELECTION PROCEDURES 

A. General Product Requirements:  Provide products that comply with the Contract 
Documents, that are undamaged and, unless otherwise indicated, that are new 
at time of installation. 

1. Provide products complete with accessories, trim, finish, fasteners, and 
other items needed for a complete installation and indicated use and 
effect. 

2. Standard Products:  If available, and unless custom products or 
nonstandard options are specified, provide standard products of types that 
have been produced and used successfully in similar situations on other 
projects. 

3. Owner reserves the right to limit selection to products with warranties not 
in conflict with requirements of the Contract Documents. 

4. Where products are accompanied by the term "as selected," Architect will 
make selection. 

5. Where products are accompanied by the term "match sample," sample to 
be matched is Architect's. 

6. Descriptive, performance, and reference standard requirements in the 
Specifications establish "salient characteristics" of products. 

7. Or Equal:  Where products are specified by name and accompanied by 
the term "or equal" or "or approved equal" or "or approved," comply with 
provisions in Part 2 "Comparable Products" Article to obtain approval for 
use of an unnamed product. 

B. Product Selection Procedures: 

1. Product:  Where Specifications name a single product and manufacturer, 
provide the named product that complies with requirements.  Comparable 
products or substitutions for Contractor's convenience will not be 
considered. 
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2. Manufacturer/Source:  Where Specifications name a single manufacturer 
or source, provide a product by the named manufacturer or source that 
complies with requirements. Comparable products or substitutions for 
Contractor's convenience will not be considered. 

3. Products:  Where Specifications include a list of names of both products 
and manufacturers, provide one of the products listed that complies with 
requirements.  Comparable products or substitutions for Contractor's 
convenience will not be considered unless otherwise indicated. 

a. Nonrestricted List: Where Specifications include a list of names of 
both available manufacturers and products, provide one of the 
products listed, or an unnamed product, that complies with 
requirements. Comply with requirements in "Comparable Products" 
Article for consideration of an unnamed product. 

4. Manufacturers:  Where Specifications include a list of manufacturers' 
names, provide a product by one of the manufacturers listed that complies 
with requirements.  Comparable products or substitutions for Contractor's 
convenience will not be considered unless otherwise indicated. 

a. Nonrestricted List:  Where Specifications include a list of availalbe 
manufacturers, provide a product by one of the manufacturers listed, 
or a product by an unnamed manufacturer, that complies with 
requirements.  Comply with provisions in Part 2 "Comparable 
Products" Article for consideration of an unnamed manufacturer’s 
product. 

5. Basis-of-Design Product:  Where Specifications name a product, or refer 
to a product indicated on Drawings, and include a list of manufacturers, 
provide the specified or indicated product or a comparable product by one 
of the other named manufacturers. Drawings and Specifications indicate 
sizes, profiles, dimensions, and other characteristics that are based on the 
product named. Comply with requirements in "Comparable Products" 
Article for consideration of an unnamed product by one of the other named 
manufacturers. 

6. Visual Matching Specification:  Where Specifications require matching an 
established Sample, provide a product that complies with requirements 
and matches Architect's sample.  Architect's decision will be final on 
whether a proposed product matches. 

7. Visual Selection Specification:   

a. Standard Range:  Where Specifications include the phrase "standard 
range of colors, patterns, textures" or similar phrase, Architect will 
select color, pattern, density, or texture from manufacturer's product 
line that does not include premium items. 

b. Full Range:  Where Specifications include the phrase "full range of 
colors, patterns, textures" or similar phrase, Architect will select 
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color, pattern, density, or texture from manufacturer's product line 
that includes both standard and premium items. 

2.2 COMPARABLE PRODUCTS 

A. Conditions for “Or Equal” product:  Architect will consider Contractor's request 
for comparable product when the following conditions are satisfied.  If the 
following conditions are not satisfied, Architect will return requests without 
action, except to record noncompliance with these requirements: 

1. Evidence that the proposed product does not require revisions to the 
Contract Documents, that it is consistent with the Contract Documents and 
will produce the indicated results, and that it is compatible with other 
portions of the Work. 

2. Detailed comparison of significant qualities of proposed product with those 
named in the Specifications.  Significant qualities include attributes such 
as performance, weight, size, durability, visual effect, and specific features 
and requirements indicated. 

3. Evidence that proposed product provides specified warranty. 
4. List of similar installations for completed projects with project names and 

addresses and names and addresses of architects and owners, if 
requested. 

5. Samples, if requested. 
6. A complete description of the proposed substitutions, name of the material 

or equipment for which it is to be substituted, drawings, cuts, performance 
and test data, and any other data or information necessary for a complete 
evaluation by the Architect. 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 016000 
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SECTION 017300 - EXECUTION 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions, Construction Manager’s Scope of Work Notes, and 
other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. Section includes general administrative and procedural requirements governing 
execution of the Work including, but not limited to, the following: 

1. Installation of the Work. 
2. Progress cleaning. 
3. Starting and adjusting. 
4. Protection of installed construction. 
5. Correction of the Work. 

B. Related Requirements: 

1. Section 011000 "Summary" for limits on use of Project site. 
2. Section 013300 "Submittal Procedures" for submitting surveys. 
3. Section 017700 "Closeout Procedures" for submitting final property survey 

with Project Record Documents, recording of Owner-accepted deviations 
from indicated lines and levels, and final cleaning. 

1.3 DEFINITIONS 

A. Cutting: Removal of in-place construction necessary to permit installation or 
performance of other work. 

B. Patching: Fitting and repair work required to restore construction to original 
conditions after installation of other work. 

1.4 QUALITY ASSURANCE 

A. Manufacturer's Installation Instructions: Obtain and maintain on-site 
manufacturer's written recommendations and instructions for installation of 
products and equipment. 
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PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General: Comply with requirements specified in other Sections. 

B. In-Place Materials: Use materials for patching identical to in-place materials. 
For exposed surfaces, use materials that visually match in-place adjacent 
surfaces to the fullest extent possible. 

1. If identical materials are unavailable or cannot be used, use materials that, 
when installed, will provide a match acceptable to Architect for the visual 
and functional performance of in-place materials. 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examination and Acceptance of Conditions: Before proceeding with each 
component of the Work, examine substrates, areas, and conditions, with 
Installer or Applicator present where indicated, for compliance with 
requirements for installation tolerances and other conditions affecting 
performance. Record observations. 

1. Examine roughing-in for mechanical and electrical systems to verify actual 
locations of connections before equipment and fixture installation. 

2. Examine walls, floors, and roofs for suitable conditions where products 
and systems are to be installed. 

3. Verify compatibility with and suitability of substrates, including 
compatibility with existing finishes or primers. 

B. Written Report: Where a written report listing conditions detrimental to 
performance of the Work is required by other Sections, include the following: 

1. Description of the Work. 
2. List of detrimental conditions, including substrates. 
3. List of unacceptable installation tolerances. 
4. Recommended corrections. 

C. Proceed with installation only after unsatisfactory conditions have been 
corrected. Proceeding with the Work indicates acceptance of surfaces and 
conditions. 
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3.2 PREPARATION 

A. Field Measurements: Take field measurements as required to fit the Work 
properly. Recheck measurements before installing each product. Where 
portions of the Work are indicated to fit to other construction, verify dimensions 
of other construction by field measurements before fabrication. Coordinate 
fabrication schedule with construction progress to avoid delaying the Work. 

B. Space Requirements: Verify space requirements and dimensions of items 
shown diagrammatically on Drawings. 

C. Review of Contract Documents and Field Conditions: Immediately on discovery 
of the need for clarification of the Contract Documents caused by differing field 
conditions outside the control of Contractor, submit a request for information to 
Construction Manager and Architect according to requirements in 
Section 013100 "Project Management and Coordination." 

3.3 INSTALLATION 

A. General: Locate the Work and components of the Work accurately, in correct 
alignment and elevation, as indicated. 

1. Make vertical work plumb and make horizontal work level. 
2. Where space is limited, install components to maximize space available 

for maintenance and ease of removal for replacement. 
3. Conceal pipes, ducts, and wiring in finished areas unless otherwise 

indicated. 
4. Maintain minimum headroom clearance of 96 inches in occupied spaces 

and 90 inches in unoccupied spaces unless noted otherwise. 

B. Comply with manufacturer's written instructions and recommendations for 
installing products in applications indicated. 

C. Install products at the time and under conditions that will ensure the best 
possible results. Maintain conditions required for product performance until 
Substantial Completion. 

D. Conduct construction operations so no part of the Work is subjected to 
damaging operations or loading in excess of that expected during normal 
conditions of occupancy. 

E. Sequence the Work and allow adequate clearances to accommodate 
movement of construction items on site and placement in permanent locations. 

F. Tools and Equipment: Do not use tools or equipment that produce harmful 
noise levels. 
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G. Templates: Obtain and distribute to the parties involved templates for work 
specified to be factory prepared and field installed. Check Shop Drawings of 
other work to confirm that adequate provisions are made for locating and 
installing products to comply with indicated requirements. 

H. Attachment: Provide blocking and attachment plates and anchors and fasteners 
of adequate size and number to securely anchor each component in place, 
accurately located and aligned with other portions of the Work. Where size and 
type of attachments are not indicated, verify size and type required for load 
conditions. 

1. Mounting Heights: Where mounting heights are not indicated, mount 
components at heights directed by Architect. 

2. Allow for building movement, including thermal expansion and contraction. 
3. Coordinate installation of anchorages. Furnish setting drawings, 

templates, and directions for installing anchorages, including sleeves, 
concrete inserts, anchor bolts, and items with integral anchors, that are to 
be embedded in concrete or masonry. Deliver such items to Project site in 
time for installation. 

I. Joints: Make joints of uniform width. Where joint locations in exposed work are 
not indicated, arrange joints for the best visual effect. Fit exposed connections 
together to form hairline joints. 

J. Hazardous Materials: Use products, cleaners, and installation materials that are 
not considered hazardous. 

3.4 PROGRESS CLEANING 

A. General: Clean Project site and work areas daily, including common areas. 
Enforce requirements strictly. Dispose of materials lawfully. 

1. Comply with requirements in NFPA 241 for removal of combustible waste 
materials and debris. 

2. Do not hold waste materials more than seven days during normal weather 
or three days if the temperature is expected to rise above 80 deg F. 

3. Containerize hazardous and unsanitary waste materials separately from 
other waste. Mark containers appropriately and dispose of legally, 
according to regulations. 

a. Use containers intended for holding waste materials of type to be 
stored. 

4. Coordinate progress cleaning for joint-use areas where Contractor and 
other contractors are working concurrently. 

B. Site: Maintain Project site free of waste materials and debris. 
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C. Work Areas: Clean areas where work is in progress to the level of cleanliness 
necessary for proper execution of the Work. 

1. Remove liquid spills promptly. 
2. Where dust would impair proper execution of the Work, broom-clean or 

vacuum the entire work area, as appropriate. 

D. Installed Work: Keep installed work clean. Clean installed surfaces according to 
written instructions of manufacturer or fabricator of product installed, using only 
cleaning materials specifically recommended. If specific cleaning materials are 
not recommended, use cleaning materials that are not hazardous to health or 
property and that will not damage exposed surfaces. 

E. Concealed Spaces: Remove debris from concealed spaces before enclosing 
the space. 

F. Exposed Surfaces in Finished Areas: Clean exposed surfaces and protect as 
necessary to ensure freedom from damage and deterioration at time of 
Substantial Completion. 

G. Waste Disposal: Do not bury or burn waste materials on-site. Do not wash 
waste materials down sewers or into waterways.  

H. During handling and installation, clean and protect construction in progress and 
adjoining materials already in place. Apply protective covering where required 
to ensure protection from damage or deterioration at Substantial Completion. 

I. Clean and provide maintenance on completed construction as frequently as 
necessary through the remainder of the construction period. Adjust and 
lubricate operable components to ensure operability without damaging effects. 

J. Limiting Exposures: Supervise construction operations to assure that no part of 
the construction, completed or in progress, is subject to harmful, dangerous, 
damaging, or otherwise deleterious exposure during the construction period. 

3.5 STARTING AND ADJUSTING 

A. Start equipment and operating components to confirm proper operation. 
Remove malfunctioning units, replace with new units, and retest. 

B. Adjust equipment for proper operation. Adjust operating components for proper 
operation without binding. 

C. Test each piece of equipment to verify proper operation. Test and adjust 
controls and safeties. Replace damaged and malfunctioning controls and 
equipment. 
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D. Manufacturer's Field Service: Comply with qualification requirements in 
Section 014000 "Quality Requirements." 

3.6 PROTECTION OF INSTALLED CONSTRUCTION 

A. Provide final protection and maintain conditions that ensure installed Work is 
without damage or deterioration at time of Substantial Completion. 

B. Comply with manufacturer's written instructions for temperature and relative 
humidity. 

3.7 CORRECTION OF THE WORK 

A. Repair or remove and replace defective construction.  Restore damaged 
substrates and finishes.  Comply with requirements in Division 01 Section 
"Cutting and Patching." 

1. Repairing includes replacing defective parts, refinishing damaged 
surfaces, touching up with matching materials, and properly adjusting 
operating equipment. 

B. Restore permanent facilities used during construction to their specified 
condition. 

C. Remove and replace damaged surfaces that are exposed to view if surfaces 
cannot be repaired without visible evidence of repair. 

D. Repair components that do not operate properly.  Remove and replace 
operating components that cannot be repaired. 

E. Remove and replace chipped, scratched, and broken glass or reflective 
surfaces. 

END OF SECTION 017300 
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SECTION 017329 - CUTTING AND PATCHING 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. This Section includes procedural requirements for cutting and patching. 

B. Related Sections include the following: 

1. Division 01 Section "Selective Demolition" for demolition of selected 
portions of the building. 

2. Divisions 02 through 49 Sections for specific requirements and limitations 
applicable to cutting and patching individual parts of the Work. 

1.3 DEFINITIONS 

A. Cutting:  Removal of in-place construction necessary to permit installation or 
performance of other Work. 

B. Patching:  Fitting and repair work required to restore surfaces to original 
conditions after installation of other Work. 

1.4 QUALITY ASSURANCE 

A. Structural Elements:  Do not cut and patch structural elements in a manner that 
could change their load-carrying capacity or load-deflection ratio. 

B. Operational Elements:  Do not cut and patch operating elements and related 
components in a manner that results in reducing their capacity to perform as 
intended or that results in increased maintenance or decreased operational life 
or safety. 

C. Miscellaneous Elements:  Do not cut and patch miscellaneous elements or 
related components in a manner that could change their load-carrying capacity, 
that results in reducing their capacity to perform as intended, or that results in 
increased maintenance or decreased operational life or safety. 
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D. Visual Requirements:  Do not cut and patch construction in a manner that 
results in visual evidence of cutting and patching.  Do not cut and patch 
construction exposed on the exterior or in occupied spaces in a manner that 
would, in Architect's opinion, reduce the building's aesthetic qualities.  Remove 
and replace construction that has been cut and patched in a visually 
unsatisfactory manner. 

E. Cutting and Patching Conference:  Before proceeding, meet at Project site with 
parties involved in cutting and patching, including mechanical and electrical 
trades.  Review areas of potential interference and conflict.  Coordinate 
procedures and resolve potential conflicts before proceeding. 

1.5 WARRANTY 

A. Existing Warranties:  Remove, replace, patch, and repair materials and 
surfaces cut or damaged during cutting and patching operations, by methods 
and with materials so as not to void existing warranties. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Comply with requirements specified in other Sections. 

B. In-Place Materials:  Use materials identical to in-place materials.  For exposed 
surfaces, use materials that visually match in-place adjacent surfaces to the 
fullest extent possible. 

1. If identical materials are unavailable or cannot be used, use materials that, 
when installed, will match the visual and functional performance of in-
place materials. 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examine surfaces to be cut and patched and conditions under which cutting 
and patching are to be performed. 

1. Compatibility:  Before patching, verify compatibility with and suitability of 
substrates, including compatibility with in-place finishes or primers. 

2. Proceed with installation only after unsafe or unsatisfactory conditions 
have been corrected. 
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3.2 PREPARATION 

A. Temporary Support:  Provide temporary support of Work to be cut. 

B. Protection:  Protect in-place construction during cutting and patching to prevent 
damage.  Provide protection from adverse weather conditions for portions of 
Project that might be exposed during cutting and patching operations. 

C. Adjoining Areas:  Avoid interference with use of adjoining areas or interruption 
of free passage to adjoining areas. 

D. Existing Utility Services and Mechanical/Electrical Systems:  Where existing 
services/systems are required to be removed, relocated, or abandoned, bypass 
such services/systems before cutting to prevent interruption to occupied areas. 

3.3 PERFORMANCE 

A. General:  Employ skilled workers to perform cutting and patching.  Proceed with 
cutting and patching at the earliest feasible time, and complete without delay. 

1. Cut in-place construction to provide for installation of other components or 
performance of other construction, and subsequently patch as required to 
restore surfaces to their original condition. 

B. Cutting:  Cut in-place construction by sawing, drilling, breaking, chipping, 
grinding, and similar operations, including excavation, using methods least 
likely to damage elements retained or adjoining construction.  If possible, review 
proposed procedures with original Installer; comply with original Installer's 
written recommendations. 

1. In general, use hand or small power tools designed for sawing and 
grinding, not hammering and chopping.  Cut holes and slots as small as 
possible, neatly to size required, and with minimum disturbance of 
adjacent surfaces.  Temporarily cover openings when not in use. 

2. Finished Surfaces:  Cut or drill from the exposed or finished side into 
concealed surfaces. 

3. Concrete and Masonry:  Cut using a cutting machine, such as an abrasive 
saw or a diamond-core drill. 

4. Excavating and Backfilling:  Comply with requirements in applicable 
Division 31 Sections where required by cutting and patching operations. 

5. Mechanical and Electrical Services:  Cut off pipe or conduit in walls or 
partitions to be removed.  Cap, valve, or plug and seal remaining portion 
of pipe or conduit to prevent entrance of moisture or other foreign matter 
after cutting. 

6. Proceed with patching after construction operations requiring cutting are 
complete. 
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C. Patching:  Patch construction by filling, repairing, refinishing, closing up, and 
similar operations following performance of other Work.  Patch with durable 
seams that are as invisible as possible.  Provide materials and comply with 
installation requirements specified in other Sections. 

1. Inspection:  Where feasible, test and inspect patched areas after 
completion to demonstrate integrity of installation. 

2. Exposed Finishes:  Restore exposed finishes of patched areas and extend 
finish restoration into retained adjoining construction in a manner that will 
eliminate evidence of patching and refinishing. 

a. Clean piping, conduit, and similar features before applying paint or 
other finishing materials. 

b. Restore damaged pipe covering to its original condition. 

3. Floors and Walls:  Where walls or partitions that are removed extend one 
finished area into another, patch and repair floor and wall surfaces in the 
new space.  Provide an even surface of uniform finish, color, texture, and 
appearance.  Remove in-place floor and wall coverings and replace with 
new materials, if necessary, to achieve uniform color and appearance. 

a. Where patching occurs in a painted surface, apply primer and 
intermediate paint coats over the patch and apply final paint coat 
over entire unbroken surface containing the patch.  Provide 
additional coats until patch blends with adjacent surfaces. 

4. Ceilings:  Patch, repair, or rehang in-place ceilings as necessary to 
provide an even-plane surface of uniform appearance. 

5. Exterior Building Enclosure:  Patch components in a manner that restores 
enclosure to a weathertight condition. 

D. Cleaning:  Clean areas and spaces where cutting and patching are performed.  
Completely remove paint, mortar, oils, putty, and similar materials. 

END OF SECTION 017329 
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SECTION 017700 - CLOSEOUT PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for contract 
closeout, including, but not limited to, the following: 

1. Inspection procedures. 
2. Warranties. 
3. Final cleaning. 

B. Related Sections include the following: 

1. Division 01 Section "Payment Procedures" for requirements for 
Applications for Payment for Substantial and Final Completion. 

2. Division 01 Section "Execution" for progress cleaning of Project site. 
3. Division 01 Section "Project Record Documents" for submitting Record 

Drawings, Record Specifications, and Record Product Data. 
4. Division 01 Section "Operation and Maintenance Data" for operation and 

maintenance manual requirements. 
5. Division 01 Section "Demonstration and Training" for requirements for 

instructing Owner's personnel. 
6. Divisions 02 through 49 Sections for specific closeout and special cleaning 

requirements for the Work in those Sections. 

1.3 SUBSTANTIAL COMPLETION 

A. Preliminary Procedures:  Before requesting inspection for determining date 
of Substantial Completion, complete the following.  List items below that are 
incomplete in request. 

1. Prepare a list of items to be completed and corrected (punch list), the 
value of items on the list, and reasons why the Work is not complete. 

2. Advise Owner of pending insurance changeover requirements. 
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3. Submit specific warranties, workmanship bonds, maintenance service 
agreements, final certifications, and similar documents.   

4. Obtain and submit releases permitting Owner unrestricted use of the Work 
and access to services and utilities.  Include occupancy permits, operating 
certificates, and similar releases. 

5. Prepare draft Project Record Documents, Operation and Maintenance 
Manuals, property surveys, and similar final record information and submit 
to Architect for review. 

6. Deliver tools, spare parts, extra materials, and similar items to location 
designated by Owner.  Label with manufacturer's name and model 
number where applicable. 

7. Make final changeover of permanent locks and deliver keys to Owner.  
Advise Owner's personnel of changeover in security provisions. 

8. Complete startup testing of systems. 
9. Submit test/adjust/balance records. 
10. Terminate and remove temporary facilities from Project site, along with 

mockups, construction tools, and similar elements. 
11. Advise Owner of changeover in heat and other utilities. 
12. Submit changeover information related to Owner's occupancy, use, 

operation, and maintenance. 
13. Complete final cleaning requirements, including touchup painting. 
14. Touch up and otherwise repair and restore marred exposed finishes to 

eliminate visual defects. 

B. Inspection:  Submit a written request for inspection for Substantial Completion.  
On receipt of request, Architect will either proceed with inspection or notify 
Contractor of unfulfilled requirements.  Architect will prepare the Certificate of 
Substantial Completion after inspection or will notify Contractor of items, either 
on Contractor's list or additional items identified by Architect, that must be 
completed or corrected before certificate will be issued. 

1. Reinspection:  Request reinspection when the Work identified in previous 
inspections as incomplete is completed or corrected. 

2. Subsequent reinspections, if required, will be invoiced to the Owner who 
will, in turn, deduct the amount from the Contractor’s outstanding balance 
by Change Order thereby reducing the Contract amount. 

3. Results of completed inspection will form the basis of requirements for 
Final Completion. 
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C. Once the work area is occupied, scheduling for punchlist work must be 
coordinated with the Owner.  Any Contractor overtime shall be the responsibility 
of the Contractor.  The Contractor shall correct unfulfilled requirements prior to 
notifying the Architect in writing that the project is ready for reinspection.  The 
Contractor shall maintain a presence on site until the punchlist work has been 
completed. 

1.4 FINAL COMPLETION 

A. Preliminary Procedures:  Before requesting final inspection for determining date 
of Final Completion, complete the following: 

1. Submit a final Application for Payment according to Division 01 Section 
"Payment Procedures." 

2. Submit certified copy of Architect's Substantial Completion inspection list 
of items to be completed or corrected (punch list), endorsed and dated by 
Architect.  The certified copy of the list shall state that each item has been 
completed or otherwise resolved for acceptance. 

3. Submit evidence of final, continuing insurance coverage complying with 
insurance requirements. 

4. Submit Project Record Documents, operation and maintenance manuals, 
damage or settlement surveys, and similar final record information. 

5. Instruct Owner's personnel in operation, adjustment, and maintenance of 
products, equipment, and systems.  

B. Inspection:  Submit a written request for final inspection for acceptance.  On 
receipt of request, Architect will promptly make such inspection.  Architect will 
prepare a final Certificate for Payment after inspection or will notify Contractor 
of construction that must be completed or corrected before certificate will be 
issued. 

1. Reinspection:  Request reinspection when the Work identified in previous 
inspections as incomplete is completed or corrected. 

2. Subsequent reinspections, if required for final completion, will be invoiced 
to the Owner who will, in turn, deduct the amount from the Contractor’s 
outstanding balance by Change Order thereby reducing the Contract 
amount.  
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1.5 LIST OF INCOMPLETE ITEMS (PUNCH LIST) 

A. Preparation:  Include name and identification of each space and area affected 
by construction operations for incomplete items and items needing correction 
including, if necessary, areas disturbed by Contractor that are outside the limits 
of construction.  

1. Organize list of spaces in sequential order, starting with exterior areas first 
and proceeding from lowest floor to highest floor. 

2. Organize items applying to each space by major element, including 
categories for ceiling, individual walls, floors, equipment, and building 
systems. 

3. Include the following information at the top of each page: 

a. Project name. 
b. Date. 
c. Name of Architect. 
d. Name of Contractor. 
e. Page number. 

1.6 WARRANTIES 

A. Submittal Time:  Submit written warranties on request of Architect for 
designated portions of the Work where commencement of warranties other than 
date of Substantial Completion is indicated. 

B. Organize warranty documents into an orderly sequence based on the table of 
contents of the Project Manual. 

1. Bind warranties and bonds in heavy-duty, 3-ring, vinyl-covered, loose-leaf 
binders, thickness as necessary to accommodate contents, and sized to 
receive 8-1/2-by-11-inch paper. 

2. Provide heavy paper dividers with plastic-covered tabs for each separate 
warranty.  Mark tab to identify the product or installation.  Provide a typed 
description of the product or installation, including the name of the product 
and the name, address, and telephone number of Installer. 

3. Identify each binder on the front and spine with the typed or printed title 
"WARRANTIES," Project name, and name of Contractor. 

C. Provide additional copies of each warranty to include in operation and 
maintenance manuals. 

D. A form for submitting a list of warranty items required is included at the end of 
Part 3. 
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PART 2 - PRODUCTS 

2.1 MATERIALS 

A. Cleaning Agents:  Use cleaning materials and agents recommended by 
manufacturer or fabricator of the surface to be cleaned.  Do not use cleaning 
agents that are potentially hazardous to health or property or that might damage 
finished surfaces. 

PART 3 - EXECUTION 

3.1 FINAL CLEANING 

A. General:  Provide final cleaning.  Conduct cleaning and waste-removal 
operations to comply with local laws and ordinances and Federal and local 
environmental and antipollution regulations. 

B. Cleaning:  Employ experienced workers or professional cleaners for final 
cleaning.  Clean each surface or unit to condition expected in an average 
commercial building cleaning and maintenance program.  Comply with 
manufacturer's written instructions. 

1. Complete the following cleaning operations before requesting inspection 
for certification of Substantial Completion for entire Project or for a portion 
of Project: 

a. Clean Project site, yard, and grounds, in areas disturbed by 
construction activities, including landscape development areas, of 
rubbish, waste material, litter, and other foreign substances. 

b. Sweep paved areas broom clean.  Remove petrochemical spills, 
stains, and other foreign deposits. 

c. Rake grounds that are neither planted nor paved to a smooth, even-
textured surface. 

d. Remove tools, construction equipment, machinery, and surplus 
material from Project site. 

e. Clean exposed exterior and interior hard-surfaced finishes to a dirt-
free condition, free of stains, films, and similar foreign substances.  
Avoid disturbing natural weathering of exterior surfaces.  Restore 
reflective surfaces to their original condition. 

f. Remove debris and surface dust from limited access spaces, 
including roofs, plenums, shafts, trenches, equipment vaults, 
manholes, attics, and similar spaces. 

g. Sweep concrete floors broom clean in unoccupied spaces. 
h. Vacuum carpet and similar soft surfaces, removing debris and 

excess nap; shampoo if visible soil or stains remain. 
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i. Clean transparent materials, including mirrors and glass in doors and 
windows.  Remove glazing compounds and other noticeable, vision-
obscuring materials.  Replace chipped or broken glass and other 
damaged transparent materials.  Polish mirrors and glass, taking 
care not to scratch surfaces. 

j. Remove labels that are not permanent. 
k. Touch up and otherwise repair and restore marred, exposed finishes 

and surfaces.  Replace finishes and surfaces that cannot be 
satisfactorily repaired or restored or that already show evidence of 
repair or restoration. 

l. Wipe surfaces of mechanical and electrical equipment and similar 
equipment.  Remove excess lubrication, paint and mortar droppings, 
and other foreign substances. 

m. Replace parts subject to unusual operating conditions. 
n. Clean plumbing fixtures to a sanitary condition, free of stains, 

including stains resulting from water exposure. 
o. Replace disposable air filters and clean permanent air filters.  Clean 

exposed surfaces of diffusers, registers, and grills. 
p. Clean ducts, blowers, and coils if units were operated without filters 

during construction. 
q. Clean light fixtures, lamps, globes, and reflectors to function with full 

efficiency.  Replace burned-out bulbs, and those noticeably dimmed 
by hours of use, and defective and noisy starters in fluorescent and 
mercury vapor fixtures to comply with requirements for new fixtures. 

r. Leave Project clean and ready for occupancy. 

C. Comply with safety standards for cleaning.  Do not burn waste materials.  Do 
not bury debris or excess materials on Owner's property.  Do not discharge 
volatile, harmful, or dangerous materials into drainage systems.  Remove waste 
materials from Project site and dispose of lawfully. 
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D. Please use the following form for listing all warranty items required for Divisions 
01 through 49.  Include the completed list as part of the Closeout Documents. 

 

Section Item Installation 
Contractor 

Contact Per-
son and 
Phone No. 

Length 
of War-
ranty 

Length of Time 

Start Finish 

SGC Labor and 
Workmanship  

  1 years   

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

END OF SECTION 017700 
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SECTION 017823 - OPERATION AND MAINTENANCE DATA 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. Section includes administrative and procedural requirements for preparing 
operation and maintenance manuals, including the following: 

1. Product maintenance manuals. 
2. Systems and equipment maintenance manuals. 

B. Related Requirements: 

1. Section 013300 "Submittal Procedures" for submitting copies of submittals 
for operation and maintenance manuals. 

1.3 CLOSEOUT SUBMITTALS 

A. Manual Content: Operations and maintenance manual content is specified in 
individual Specification Sections to be reviewed at the time of Section 
submittals. Submit reviewed manual content formatted and organized as 
required by this Section. 

1. Architect will comment on whether content of operations and maintenance 
submittals are acceptable. 

2. Where applicable, clarify and update reviewed manual content to 
correspond to revisions and field conditions. 

B. Format: Submit operations and maintenance manuals in the following format: 

1. PDF electronic file. Assemble each manual into a composite electronically 
indexed file. Submit on digital media acceptable to Architect. 

a. Name each indexed document file in composite electronic index with 
applicable item name. Include a complete electronically linked 
operation and maintenance directory. 

b. Enable inserted reviewer comments on draft submittals. 
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C. Initial Manual Submittal: Submit one draft copy of each manual at least 15 days 
before requesting inspection for Substantial Completion.  Architect will comment 
on whether general scope and content of manual are acceptable. 

D. Final Manual Submittal: Submit each manual in final form prior to Final 
Completion. 

PART 2 - PRODUCTS 

2.1 REQUIREMENTS FOR EMERGENCY, OPERATION, AND MAINTENANCE 
MANUALS 

A. Organization: Unless otherwise indicated, organize each manual into a 
separate section for each system and subsystem, and a separate section for 
each piece of equipment not part of a system. Each manual shall contain the 
following materials, in the order listed: 

1. Title page. 
2. Table of contents. 
3. Manual contents. 

B. Title Page: Include the following information: 

1. Subject matter included in manual. 
2. Name and address of Project. 
3. Name and address of Owner. 
4. Date of submittal. 
5. Name and contact information for Contractor. 
6. Name and contact information for Architect. 
7. Names and contact information for major consultants to the Architect that 

designed the systems contained in the manuals. 
8. Cross-reference to related systems in other operation and maintenance 

manuals. 

C. Table of Contents: List each product included in manual, identified by product 
name, indexed to the content of the volume, and cross-referenced to 
Specification Section number in Project Manual. 

D. Manuals, Electronic Files: Submit manuals in the form of a multiple file 
composite electronic PDF file for each manual type required. 

1. Electronic Files: Use electronic files prepared by manufacturer where 
available. Where scanning of paper documents is required, configure 
scanned file for minimum readable file size. 

2. File Names and Bookmarks: Enable bookmarking of individual documents 
based on file names. Name document files to correspond to system, 
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subsystem, and equipment names used in manual directory and table of 
contents. Group documents for each system and subsystem into individual 
composite bookmarked files, then create composite manual, so that 
resulting bookmarks reflect the system, subsystem, and equipment names 
in a readily navigated file tree. Configure electronic manual to display 
bookmark panel on opening file. 

2.2 OPERATION MANUALS 

A. Content: In addition to requirements in this Section, include operation data 
required in individual Specification Sections and the following information: 

1. System, subsystem, and equipment descriptions. Use designations for 
systems and equipment indicated on Contract Documents. 

2. Performance and design criteria if Contractor has delegated design 
responsibility. 

3. Operating standards. 
4. Operating procedures. 
5. Operating logs. 
6. Wiring diagrams. 
7. Control diagrams. 
8. Piped system diagrams. 
9. Precautions against improper use. 
10. License requirements including inspection and renewal dates. 

B. Descriptions: Include the following: 

1. Product name and model number. Use designations for products indicated 
on Contract Documents. 

2. Manufacturer's name. 
3. Equipment identification with serial number of each component. 
4. Equipment function. 
5. Operating characteristics. 
6. Limiting conditions. 
7. Performance curves. 
8. Engineering data and tests. 
9. Complete nomenclature and number of replacement parts. 

C. Operating Procedures: Include the following, as applicable: 

1. Startup procedures. 
2. Equipment or system break-in procedures. 
3. Routine and normal operating instructions. 
4. Regulation and control procedures. 
5. Instructions on stopping. 
6. Normal shutdown instructions. 
7. Seasonal and weekend operating instructions. 
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8. Required sequences for electric or electronic systems. 
9. Special operating instructions and procedures. 

D. Systems and Equipment Controls: Describe the sequence of operation, and 
diagram controls as installed. 

E. Piped Systems: Diagram piping as installed, and identify color-coding where 
required for identification. 

2.3 PRODUCT MAINTENANCE MANUALS 

A. Content: Organize manual into a separate section for each product, material, 
and finish. Include source information, product information, maintenance 
procedures, repair materials and sources, and warranties and bonds, as 
described below. 

B. Source Information: List each product included in manual, identified by product 
name and arranged to match manual's table of contents. For each product, list 
name, address, and telephone number of Installer or supplier and maintenance 
service agent, and cross-reference Specification Section number and title in 
Project Manual and drawing or schedule designation or identifier where 
applicable. 

C. Product Information: Include the following, as applicable: 

1. Product name and model number. 
2. Manufacturer's name. 
3. Color, pattern, and texture. 
4. Material and chemical composition. 
5. Reordering information for specially manufactured products. 

D. Maintenance Procedures: Include manufacturer's written recommendations and 
the following: 

1. Inspection procedures. 
2. Types of cleaning agents to be used and methods of cleaning. 
3. List of cleaning agents and methods of cleaning detrimental to product. 
4. Schedule for routine cleaning and maintenance. 
5. Repair instructions. 

E. Repair Materials and Sources: Include lists of materials and local sources of 
materials and related services. 

F. Warranties and Bonds: Include copies of warranties and bonds and lists of 
circumstances and conditions that would affect validity of warranties or bonds. 

1. Include procedures to follow and required notifications for warranty claims. 
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2.4 SYSTEMS AND EQUIPMENT MAINTENANCE MANUALS 

A. Content: For each system, subsystem, and piece of equipment not part of a 
system, include source information, manufacturers' maintenance 
documentation, maintenance procedures, maintenance and service schedules, 
spare parts list and source information, maintenance service contracts, and 
warranty and bond information, as described below. 

B. Source Information: List each system, subsystem, and piece of equipment 
included in manual, identified by product name and arranged to match manual's 
table of contents. For each product, list name, address, and telephone number 
of Installer or supplier and maintenance service agent, and cross-reference 
Specification Section number and title in Project Manual and drawing or 
schedule designation or identifier where applicable. 

C. Manufacturers' Maintenance Documentation: Manufacturers' maintenance 
documentation including the following information for each component part or 
piece of equipment: 

1. Standard maintenance instructions and bulletins. 
2. Drawings, diagrams, and instructions required for maintenance, including 

disassembly and component removal, replacement, and assembly. 
3. Identification and nomenclature of parts and components. 
4. List of items recommended to be stocked as spare parts. 

D. Maintenance Procedures: Include the following information and items that detail 
essential maintenance procedures: 

1. Test and inspection instructions. 
2. Troubleshooting guide. 
3. Precautions against improper maintenance. 
4. Disassembly; component removal, repair, and replacement; and 

reassembly instructions. 
5. Aligning, adjusting, and checking instructions. 
6. Demonstration and training video recording, if available. 

E. Maintenance and Service Schedules: Include service and lubrication 
requirements, list of required lubricants for equipment, and separate schedules 
for preventive and routine maintenance and service with standard time 
allotment. 

1. Scheduled Maintenance and Service: Tabulate actions for daily, weekly, 
monthly, quarterly, semiannual, and annual frequencies. 

2. Maintenance and Service Record: Include manufacturers' forms for 
recording maintenance. 

F. Spare Parts List and Source Information: Include lists of replacement and repair 
parts, with parts identified and cross-referenced to manufacturers' maintenance 
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documentation and local sources of maintenance materials and related 
services. 

G. Warranties and Bonds: Include copies of warranties and bonds and lists of 
circumstances and conditions that would affect validity of warranties or bonds. 

1. Include procedures to follow and required notifications for warranty claims. 

PART 3 - EXECUTION 

3.1 MANUAL PREPARATION 

A. Product Maintenance Manual: Assemble a complete set of maintenance data 
indicating care and maintenance of each product, material, and finish 
incorporated into the Work. 

B. Operation and Maintenance Manuals: Assemble a complete set of operation 
and maintenance data indicating operation and maintenance of each system, 
subsystem, and piece of equipment not part of a system. 

1. Engage a factory-authorized service representative to assemble and 
prepare information for each system, subsystem, and piece of equipment 
not part of a system. 

2. Prepare a separate manual for each system and subsystem, in the form of 
an instructional manual for use by Owner's operating personnel. 

C. Manufacturers' Data: Where manuals contain manufacturers' standard printed 
data, include only sheets pertinent to product or component installed. Mark 
each sheet to identify each product or component incorporated into the Work. If 
data include more than one item in a tabular format, identify each item using 
appropriate references from the Contract Documents. Identify data applicable to 
the Work and delete references to information not applicable. 

1. Prepare supplementary text if manufacturers' standard printed data are 
not available and where the information is necessary for proper operation 
and maintenance of equipment or systems. 

D. Drawings: Prepare drawings supplementing manufacturers' printed data to 
illustrate the relationship of component parts of equipment and systems and to 
illustrate control sequence and flow diagrams. Coordinate these drawings with 
information contained in record Drawings to ensure correct illustration of 
completed installation. 

1. Do not use original project record documents as part of operation and 
maintenance manuals. 
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2. Comply with requirements of newly prepared record Drawings in 
Section 017839 "Project Record Documents." 

E. Comply with Section 017700 "Closeout Procedures" for schedule for submitting 
operation and maintenance documentation. 

END OF SECTION 017823 
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SECTION 017839 - PROJECT RECORD DOCUMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and 
Supplementary Conditions and other Division 01 Specification Sections, apply 
to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for Project 
Record Documents, including the following: 

1. Record Drawings. 
2. Record Product Data. 

B. Related Sections include the following: 

1. Division 01 Section "Closeout Procedures" for general closeout 
procedures. 

2. Division 01 Section "Operation and Maintenance Data" for operation and 
maintenance manual requirements. 

3. Divisions 02 through 49 Sections for specific requirements for Project 
Record Documents of the Work in those Sections. 

1.3 SUBMITTALS 

A. Record Drawings:  Comply with the following: 

1. Number of Copies:  Submit copies of Record Drawings as follows: 

a. Initial Submittal:  Submit for review on or before Substantial 
Completion one set of marked-up Record Prints depicting all work in 
place to date.  Architect will mark whether general scope of changes, 
additional information recorded, and quality of drafting are 
acceptable.  Architect will return prints for organizing into sets, 
printing, binding, and final submittal. 

b. Final Submittal:  Submit on or before Final Completion one set of 
marked-up Record Prints, one disc containing scanned PDF images 
of Record Prints, and two copies printed from PDF images.  Print 
each Drawing, whether or not changes and additional information 
were recorded. 
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B. Record Product Data and Submittals:  Comply with the following: 

1. Number of Copies:  Submit on or before Final Completion two copies of 
each Product Data and/or Shop Drawing submittal and one disc 
containing scanned PDF images of Record Product Data and Submittals. 

2. Where Record Product Data is required as part of operation and 
maintenance manuals, submit marked-up Product Data as an insert in 
manual instead of submittal as Record Product Data. 

PART 2 - PRODUCTS 

2.1 RECORD DRAWINGS 

A. Record Prints:  Maintain one set of blue- or black-line white prints of the 
Contract Drawings and Shop Drawings.  Do not use Project Record 
Documents for construction purposes.   

1. Preparation:  Mark Record Prints to show the actual installation where 
installation varies from that shown originally.  Require individual or entity 
who obtained record data, whether individual or entity is Installer, 
subcontractor, or similar entity, to prepare the marked-up Record Prints. 

a. Give particular attention to information on concealed elements that 
would be difficult to identify or measure and record later. 

b. Accurately record information in an understandable drawing 
technique. 

c. Record data as soon as possible after obtaining it.  Record and 
check the markup before enclosing concealed installations. 

2. Content:  Types of items requiring marking include, but are not limited to, 
the following: 

a. Dimensional changes to Drawings. 
b. Revisions to details shown on Drawings. 
c. Depths of foundations below first floor. 
d. Locations and depths of underground utilities. 
e. Revisions to routing of piping and conduits. 
f. Revisions to electrical circuitry. 
g. Actual equipment locations. 
h. Duct size and routing. 
i. Locations of concealed internal utilities. 
j. Changes made by Change Order or Construction Change Directive. 
k. Changes made following Architect's written orders. 
l. Details not on the original Contract Drawings. 
m. Field records for variable and concealed conditions. 
n. Record information on the Work that is shown only schematically. 
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3. Mark the Contract Drawings or Shop Drawings, whichever is most capable 
of showing actual physical conditions, completely and accurately.  If Shop 
Drawings are marked, show cross-reference on the Contract Drawings. 

4. Mark record sets with erasable, red-colored pencil.  Use other colors to 
distinguish between changes for different categories of the Work at same 
location. 

5. Mark important additional information that was either shown schematically 
or omitted from original Drawings. 

6. Note Construction Change Directive numbers, alternate numbers, Change 
Order numbers, and similar identification, where applicable. 

B. Initial Submittal:  Submit to Architect for review on or before Substantial 
Completion one set of marked-up Record Prints depicting all work in place to 
date.  When authorized, prepare a full set of corrected Record Drawings. 

1. Incorporate changes and additional information previously marked on 
Record Prints.  Erase, redraw, and add details and notations where 
applicable. 

2. Refer instances of uncertainty to Architect for resolution. 

C. Newly Prepared Record Drawings:  Prepare new Drawings instead of preparing 
Record Drawings where Architect determines that neither the original Contract 
Drawings nor Shop Drawings are suitable to show actual installation. 

1. New Drawings may be required when a Change Order is issued as a 
result of accepting an alternate, substitution, or other modification. 

2. Consult Architect for proper scale and scope of detailing and notations 
required to record the actual physical installation and its relation to other 
construction.  Integrate newly prepared Record Drawings into Record 
Drawing sets; comply with procedures for formatting, organizing, copying, 
binding, and submitting. 

D. Format:  Identify and date each Record Drawing; include the designation 
"PROJECT RECORD DRAWING" in a prominent location. 

1. Record Prints:  Organize Record Prints and newly prepared Record 
Drawings into manageable sets.  Bind each set with durable paper cover 
sheets.  Include identification on cover sheets. 

2.2 RECORD PRODUCT DATA 

A. Preparation:  Mark Product Data to indicate the actual product installation 
where installation varies substantially from that indicated in Product Data 
submittal. 

1. Give particular attention to information on concealed products and 
installations that cannot be readily identified and recorded later. 
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2. Include significant changes in the product delivered to Project site and 
changes in manufacturer's written instructions for installation. 

3. Note related Change Orders, Record Specifications, and Record Drawings 
where applicable. 

2.3 MISCELLANEOUS RECORD SUBMITTALS 

A. Assemble miscellaneous records required by other Specification Sections for 
miscellaneous record keeping and submittal in connection with actual 
performance of the Work.  Bind or file miscellaneous records and identify each, 
ready for continued use and reference. 

PART 3 - EXECUTION 

3.1 RECORDING AND MAINTENANCE 

A. Recording:  Maintain one copy of each submittal during the construction period 
for Project Record Document purposes.  Post changes and modifications to 
Project Record Documents as they occur; do not wait until the end of Project. 

B. Maintenance of Record Documents and Samples:  Store Record Documents 
and Samples in the field office apart from the Contract Documents used for 
construction.  Do not use Project Record Documents for construction 
purposes.  Maintain Record Documents in good order and in a clean, dry, 
legible condition, protected from deterioration and loss.  Provide access to 
Project Record Documents for Architect's reference during normal working 
hours. 

END OF SECTION 017839 
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